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Chief, Bupply Division 7 Februsry 1958 »
2 £ e i s
Ertecmesioch A LU,

Chief, Records Managewent Bisff

Ptilization of Filing Equipwent

1. In accordsnce with my memorasndum of 18 Septecber 1957, to the
Chief, Genersl Purchase Branch, Procurewent Division, I have re-
viewved again the utilization of safe file equipment from a records
manegement viewpolint.

2. As a result of this veview, I have found that Headquarters com-
ponents of the Agency have waede progress tovards better utilization
of filing equipment. Some examples of this are as follows:

8. Beveral pleces of equipment ineluded in the surplus pro-
perty iist #1-50 dated October 1957 have been used to fill
office reguisitions.

b, Our review of regquisitions for equipment that you have
sent us and our contacts with the offices concerued have
resulted in cancellstion of several regquisitions.

¢. Sope offices agreed to accept substitution in their reguisi-

tions of other types of slow moving equipment stored in
the Warehouse,

3. Recently, the Btock Control Bection informed me that 111 four
r safes wers ispued to field components between July 1, 1957
Deceuber 31, 1957. I discussed the control and utilization
62 field equipment with| | R1/0D/P, who has promised
to inform me of their pesition, shortly,

k., I believe thet & cooperative arrangement with your office, the
Office of Becurity and this Btaff cen bring about even hetter
utilization of filing equipment and perhaps some economies for the
Agency =g & whole,  Acgcordingly, I suggest ss follows:

8. That the current and future supplies of Herring-Hall Marvin,

8afle File eqguipment, which I understand is the only kind that

the Office of Becurity considers suiteble for oversess use,
be reserved for such purpose. .

b. That & Purchase Order for 40 Safe File Cabinets (Herring-
Hall Marvin) be initisted. '
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¢» That you inoform me of the issue of all file equipment to
the field. If the r@ting of these requisitions to this
Office will delay fi¥ing orders, a phone cail will be g8t~
isfactory. WUe are, of course, in no positior to Judgze the
necessity of these requirements and are priserily interested
from the stendpoint of having current {nformation on usage
80 that we say better ceasure effectiverness of the records
macggenent progras woridevide,

4. That you eonsider the possibility of obtaining en inventory
; of £iling eabinets from the field, both irsulsted aud non-
insulated, vhich ere stored in warehousee at sccountable
stations. With this edditional informetion on a eontinuing
e basis, our approach to insuring ssximun utilization of

; filing egquipment could be more cblective.

5. I believe that substantinl benefits will be gerived by continuing
the review of all requisitions for filing equipment in this office.

In many instances, we are in e position to suggest a type or kind of
squipment other than that requested which will better sult the reeds

, of the Office concerned. At your convenlence, T would 1ike to discuss
‘; the overall problem of file equipment with vou. I wish to exterd oy

f spprecistion to the persoruel of the Stock Control srd Btock Varsgene:t
| Sectiors for their cooperstion and he'p with this problem,
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Here is & copy of my memorsndum of T Februsry

1958 to Chief, Supply Division., FKe: Utilizatign

of Flling Equipment. I believe this sngwers,
in principle, your memorandum of 3 Feb 1958

o ela. Menggenent Staff re Safe-file,
Bfoclkpile. At your convenience, I'd iike to
discuss the safe filing equipment problem with ;

PO,
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